The ISCR FTP Program:
Extra Steps for Standard Users

This document was last modified November 15, 2011

The FTP program is provided by Indiana State Cancer Registry (ISCR) to allow health care
facilities to easily and securely submit data to ISCR. This document explains how to change
certain settings for the standard configuration of the FTP program in order to meet your specific
needs. It contains the following sections:

e Section A tells how change the list of facilities you submit for.

e Section B tells how to set the option to submit by email instead of by FTP.

e Section C tells how to preselect the data file you submit so you won’t be prompted to find
it every time.

If you have any questions or run into any problems, contact ISCR. Contact information appears
at the end of this document.

A. Changing the List of Facilities You Submit For

If you submit data for more than one facility, then you need to follow the steps in this section in
order let the FTP program know which facilities you submit for.

Brief Instructions
Changing the list of facilities is fairly straightforward. Just follow these simple instructions. You
can refer to the detailed instructions if you need more information for any step.
Start the FTP program.
Select Change the list of facilities | submit for and click OK.
Click the Add button.
Select the additional facility you submit for and click the oK button.
Repeat Steps 3 and 4 for each additional facility you submit for.
Uncheck any facilities you do not submit for.
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Click cancel to close the program.

Detailed Instructions

Each step in the brief instructions has a corresponding step in this section giving more details
about how to perform that step.
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1. Start the FTP program by double clicking the program icon on your desktop, shown in
Figure 1.

Figure 1: FTP Program icon

2. Inthe Processing Options dialog shown in Figure 2 select Change the list of facilities |
submit for from the dropdown list and click the OK button.

Processing Options

OKP

ISCR File Encryption and FTP Program

Version 5.0, Update 1, Standard Configuration
Technical support: Steve Nygaard (317-233-70553, =nygaardi@isdh.in.gov)

What do you want to do? |[eyEllsEROER R R im0 s e hd

Ok Help Cancel

Figure 2: Processing Options Dialog
3. Inthe Change the Facility List dialog shown in Figure 3, click the Add button.

One of the facilities you submit for will already be showing in the dialog with a checkbox in
front of its number and name.

Change the Facility List

Set the facilities you submit for:

To add a facility, click the Add button and select the facility from the list that
will be displayed.

To delete a facility, uncheck the box next to the facility 1D.

¥ i199: Fantasy Health Care!

0K Add Help Cancel

Figure 3: Change the Facility List Dialog

4. Inthe Select a Facility dialog shown in Figure 4, find the additional facility you submit for
(one that’s not already showing in the Change the Facility List dialog shown in Figure 3)
and click the Ok button.

If you have more than one facility to add, just pick any one of them for right now since you
can only add one at a time.
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Select

a Facility

Select a facility from the list:

VA Northern IN Hith Care System - Ft Wayne Div
Indiana University Health Ball Memorial Hospital
Columbus Regional Hospital

Indiana University Health Bedford Hospital
Indiana University Health Blackford Hospital
Indiana University Health Bloomington
Cameron Memorial Community Hospital

Bluffton Regional Medical Center

Clark Memaorial Hospital

St. Vincent Clay County Hospital

St. Vincent Frankfort Hospital

St. Vincent Williamsport Hospital

Community Hospital East

Community Hospital North

Community Hospital of Bremen

Community Hospital Anderson

Community Hospital

St. Clare Medical Center

Daviess Community Hospital

Dekalb Memaorial Hospital

oK Help Cancel
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5. If you submit for more than two facilities, then repeat Steps 3 and 4 for each additional

facility.

Each time you add a facility, it’s added to the Change the Facility List dialog as shown in

Figure 5.

Figure 4: Select a Facility Dialog

Change the Facility List

Set the facilities you submit for:

To add a facility, click the Add button and select the facility from the list that
will be displayed.

To delete a facility, uncheck the box next to the facility 1D.

v 199: Fantasy Health Care
[+ 198: Fake Hospital and Grill

oK Add Help Cancel

Figure 5: Change the Facility List Dialog

6. If you accidentally add a facility you don’t submit for, or if for any other reason a facility
you don’t submit for is listed in the Change the Facility List dialog (shown in Figure 5),
simply uncheck the box in front of its name and number.
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7. Click the cancel button in the Processing Options dialog shown in Figure 2 to close the
ISCR FTP Program.

Once you’re set up to submit for more than one facility, then when you do submit, the FTP
program will display the Select Facilities dialog shown in Figure 6 to prompt you for which one
you’re submitting for.

Select Facilities

Select the facilities to submit for:
[~ 199: Fantasy Health Care
[ 198: Fake Hospital and Grill

Help Cancel

Figure 6: Select Facilities Dialog

Check the box next to the facility you’re submitting for. You can check more than one box, but
the process is simpler if you check only one box at a time.

B. Changing the Option to Submit by FTP

If for any reason you have a problem using FTP, you can instead make your submissions by
email. If you submit by email, your data is attached to the email as an encrypted file, so anyone
outside of ISCR receiving it will be unable to read the data. In most cases, the FTP program will
be able to create the email for you, so all you have to do is click the Send button.

Brief Instructions
Changing the FTP setting is fairly straightforward. Just follow these simple instructions. You can
refer to the detailed instructions if you need more information for any step.
1. Start the FTP program.
2. Select change whether | use FTP and click OK.
3. Select the No option and click OK.
4. Click cancel to close the program.

Detailed Instructions
Each step in the brief instructions has a corresponding step in this section giving more details
about how to perform that step.

1. Start the FTP program by double clicking the program icon on your desktop, shown in
Figure 1.

2. Inthe Processing Options dialog shown in Figure 7 select Change whether | use FTP from
the dropdown list and click the oK button.
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Processing Options

OKP

ISCR File Encryption and FTP Program
Version 5.0, Update 1, RMCDS Configuration
Technical support: Steve Nygaard (317-233-7099, snygaard@_isdh.in.guv}

What do you want to do? [[eyERBERT =R E Nl 7

Ok Help Cancel

Figure 7: Processing Options Dialog

3. Inthe FTP Status dialog shown in Figure 8, check the radio button labeled No, use only
email to submit my data and click the OK button.

FTP Status

Change Whether I Use FTP

If your facilitiy allows you to use FTP, you should select "Yes" since this is the
preferred method of submission. But if your facility does not allow it, or if you've
consistently had problems using it, then you should select "No".

" Yes, use FTP to submit my data

* No, use only email to submit my datal

Ok Help Cancel

Figure 8: FTP Status Dialog

4. Click the cancel button in the Processing Options dialog shown in Figure 2 to close the
ISCR FTP Program.

C. Preselecting the Data File You Submit

When you submit your data to ISCR, you use your cancer registry software to put it into a file.

When you run the FTP program to submit your data, it will prompt you to find this file. If your
cancer registry software uses a different name every time it creates the file, then you want to be
prompted. But if your cancer registry software always uses the same name for the file, you can

preselect it so the FTP program won’t have to prompt you to find it each time.

Brief Instructions

Preselecting your data file is fairly straightforward. Just follow these simple instructions. You
can refer to the detailed instructions if you need more information for any step.
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Start the FTP program.

Select Select the data file | submit and click OK.

If you submit for more than one facility, select the appropriate facility and click OK.
Check the Always use radio button.

Click the second Browse button.

Select the data file.

Click the ok button.

Click cancel to close the program.

Detailed Instructions

Each step in the brief instructions has a corresponding step in this section giving more details
about how to perform that step.

1.

2.

Start the FTP program by double clicking the program icon on your desktop, shown in
Figure 1.

In the Processing Options dialog shown in Figure 9 select Select the data file | submit from
the dropdown list and click the oK button.

Processing Options

OKP

ISCR File Encryption and FTP Program
Version 5.0, Update 1, Standard Configuration
Technical support: Steve Nygaard (317-233-7099, snygaard@_isdh.in.guv}

What do you want to do? [[SaEes =R e=Ril =R R0 81111 i

Ok Help Cancel

Figure 9: Processing Options Dialog

If you submit for only one facility, go to Step 4. Otherwise the Select a Facility dialog
shown in Figure 10 is displayed with a radio button for each facility you submit for. Check
the radio button for the facility that you want to set the data file for and click the Ok button.
If you want to set the data file for more than one facility, you’ll have to repeat these
instructions for each facility.
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Select a Facility

Select the facility you want to
change the submission file for:

{¥ 1199: Fantasy Health Care

" 198: Fake Hospital and Grill

oK Help Cancel

Figure 10: Select a Facility Dialog

4. In the Select the File to Submit dialog shown in Figure 11 check the radio button labeled
Always use the following data file each time | submit.

Select the File to Submit

Select the file that you will submit for faality #199
(Fantasy Health Care)

If your software gives your state backup file a different name each time you create it, select the first option and
you will be prompted for the file each time you submit. You can optionally click the first Browse button so the
FTP will always start looking in the same folder each time.

0n the other hand, if your software uses the same name each time, selectthe second option. Then click the
second Browse button and find the file now. The FTP program will always submit this same file.

" Prompt me for the file each time I submit.

v

G:\C_REG\SNygaard\Local\OKP

* Always use the following data file each time I submit:

Data File: | G:\C_REG\STATE.DAT

oK Help Cancel

Figure 11: Select the File to Submit Dialog

5. Click the second Browse button. (In Figure 11 it has a dotted rectangle around the word
Browse. Moreover the first Browse button is grayed out to indicate it’s disabled.)

6. Inthe Open dialog shown in Figure 12, find the data file you’ll be submitting and click the
Open button. The pathname of the file you select will appear in the textbox to the left of the
Browse button, as shown in Figure 11.
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Bl Select the File You Submit =
QQ | . <« Rocky (Wisdhrkyp0l pw\ISDH\Cancer_Registry) (G:) » C_REG » - | 5 | Search C_REG ol |
Organize = Mew folder =~ [0 I@I
A Favorites i MNarne : Date modified Type
Bl Desktop . Contracts 4/15/2011 11:57 AM  File fold
& Downloads . CTRPrep 2/8/201112:09 PM  Filefold
2] Recent Places . eMARC 3/9/20119:00 AM  Filefold
| SMygaard , eMARC Version 4 6,/16/2011 10:03 AM  File fold
, eMARC Test 2/11/2011 7:05 AM  Filefold
=l Libraries . MGraves 10/4/2007 11:19 AM  File fold
5] Documents . NCozatt 4/12/2010 8:39 AM  Filefold
@ Music E , Other 7/15/2011 246 PM  Filefold
=| Pictures J SMygaard 10/24/2011 8:06 AM  File fold
B videos BB CopyFolder.exe 5/29/2009 9:02 AM  Applicat
RO HL7Reader.exe 8/3/2010 4:33 PM Applicat
1M Computer @ Iscrlpdate.exe 6/12/2009 8:13 AM  Applicat
&, 0sDisk (C:) &l oxppia.exe 3/19/2009 10:59 AM  Applicat
= Rocky (\\isdhrkyp01pwhISDH\Cancer_Registry) (G:) =] STATE.DAT 11/5/2008 1:59 PM  DAT File
S8 snygaard (\iotfilp07 pwAISDH\Home) (H:) 7] tnsnames.ora 1/10/2007 11:25 AM  ORA File
@ ITS (\iotfilpl0pwAISDHS) (K:) i
5® ISDHZ Q\iotfilp09pw) (R:)
5@ Shared (\Ciotfilp06pwAISDH) (5:)
-« 1 r
File name: STATE.DAT v [ Al Files ) -
[ Open ] l Cancel l

Figure 12: Open Dialog

ISCR FTP Program.

Contact Information

Click the second OK button to close the Select the File to Submit dialog shown in Figure 11
Click the cancel button in the Processing Options dialog shown in Figure 2 to close the

For questions about the ISCR FTP Program, please contact the following person at the Indiana
State Cancer Registry for technical assistance.

Name
Steve Nygaard

Phone

317-233-7099

E-mail

snygaard@isdh.state.in.us
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